
APPLICA~ON'F~R RECORDS RETENTION SCHEDULE 

- .- .~~ ~~ 

FOR AGENCY USE 
Application Date 

- ~~ ~ 

Georgia Department of Labor : 

Employment Security Agency * 

Administrative Services Division 
Records Management and Controls 

&lieation Number 

Georgia Department of Labor 

Unemployment Compensation Technical Staff 
254 Washington St, Atlanta, Ga 30334 

Unemployment Compensation Division 

2. Person to Contact 

Application Number 

Date Received 
NOV 2 4 1981 

Date Completed 

I D E C  1 6  1981 

fs1-qqz 
1. Agency Address I FOR RECORDS MANAGEMENT USE 

4. Dates of Series 
Earliest Latest 

1979 I current 
5. Records Series Title (followed by ritle used in office; if diffenmr) 

Unemployment Insurance Benefit Taxation Report 

7. Record Series Description ~ 
. . . This file contains tbe,following .. doar-nts (include form numbers and rides, ifany): 

.. Attach samples of the file. - : ~ . ~ ~. 
Documents relating to: 

Included are: Mametic tape!. 1 s  _ _  ___. .. . - u ~ .. , ~~ ~.~ ~~ 2 : ~ 

This report '1s a summary of psksons receiving- uriemploy;nenCinsur&&e 
, -  during the calendar year based upon forn~l099-UC-which is analogous to the W-2 form . . . .  for the 

r P .  
. . .  

. .  -,,~. . .~ .. .. , IRS. 'me report oq mabetic I . .tape - -  is .~ 'given to, ~. the - 2  IF& ~ . ,  , - .  .I ~ : 
- .  . ~ ~ Magnetic  tape^ in tee EDP. Division: - .~ - .. .. . i '~ ' ~ 

. 
' . .  

- .  

. ,. 

. 
~~ . .  , . .. .~ . -  . ^ . :  .~ . ~~ .~ 

Security negative microfiche 

1099-uC forms, paper copy , returned from 'recepients EO DOL 
Bevised 1099-UC's, corrected copy generated after creation of microfiche from, tape 

Duplicate use rnicroficlie copies-. .~~ ~. . , .. ... I . - .  

- 

File is arranged: by social security number of recepient; cbrrected and revised 1099-UC copies 
are arranged alphabetically due to their small volume 

8. Monthly Reference Rate 
One to SIX months old 
twenty-five months and older . 01 ? 

Lettersize drawers ; Legal-size drawers 5 ; Shelves ; Other (specify) 

How often are records referred to which are: . 01 ; Thirteen to twentyfour months old 1 100 ; Seven to twelve months old 

9. Annual Rate of Ammulation of Records 



- - . ~  . 
(Place an ';Y" in the proper column) __ I 

' J  

V 

. .  
If not, where is it? ---- I 

b. Does the series contain confidential information requiring security handling? If  yes, cite law or regulation. 

J 

Y 

v f. 
g. Is  the information contained in this series ever analyzed and/or recorded in a summarized report? 

I f  yes, attach cow. 

I s  the information contained in this series ever published? , I f  yes, attach copy. 
- 

~~ 

c. Isthisavital record? , 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these documents 
r/ d. Doer this series have historical or long term research value? 

I. be scheduled separately? 

a. State Law .b years. 

b. Statute of limitation years. 

c. Federallaw years. 

I 
d. Audit period years. 

e. Administrative need years. 

f. Federal retention instructions 7 years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Collecfioris~ 

- - ~ -  , ,  - 

IRS Code: Sec 65-11, Limitations on Credit Refund; Sec. 65-01,02, Assessment and ., 

. .  .. .~ . .  . .  . .  
I .~ .. 

'., ' . - . . . , - ~ . .  ~ 

. .  ~. . .~ . I  r .. , .. 
. .. ~ 

. .  . . . .  .. ~. ~~ 

. .  . ,  

. .  . . .  

12. Approved Disposition Instructions Thjs agency recommends that  the f i le i r ies be cut off at  the end of each: 

I '- 

13 Hold in the current files area " rnonth(s) year(s); then SEE INDIVIDUAL SCHEDULES 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
mother (Specify) 

year(s); then 
year(s); then 

Recorn Security neqative microficha': cut off at calendar year, send to 
-Records Center, retain 7 yearsl destrqy. 

~. - .  . . . ,  
Duplicate use microfiche copies: cut off at calendar year, retain 3 years, destroy in-office. 
Magnetic tape copy in EDP Division: retain until compilation of next microfiche run, respool 
1099-UC forms, returned to DOL from recepient: destroy on receipt 
Revised or Corrected 1099-UC forms: cut off at calendar year, retain 1 year in office, 
transfer to State Records Center, retain 6 years, then destroy. 
Utility print-outs: retain at discretion. 

.. 


